CITY OF WEST WENDOVER
OFFICE OF CITY MANAGER

1111 N. Gene L. Jones Way
P.O. Box 2825

West Wendover, Nevada 89883
Tel:  775-664-3081

Fax:  775-664-399]

Memo

To: All Employees

From: Chris J. Melville, City Manager/Director Community Development
cc: [Click here and type name]

Date: 10/10/2013

Re: Per Diem Rates and Travel Reimbursement

® Comments:

Effective the date of this memo, please note the changes to Section 8 of the Employee Personnel
Manual. The related changes deal with the use of established Per Diem Rates as determined through
the U.S. General Services Administration.

The new provisions provide an easy online resource to determine what the appropriate Per Diem rates
are and how you may use the Per Diem with regard to your travel as a City Employee.

If you have any questions, certainly do not hesitate to ask your Department Head or Human
Resources, we are happy to help you.

Keep up the great work everyone, you are appreciated!
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8.0

TRAVEL EXPENSES
8.1 Policy

8.1.1  Employees will be reimbursed for reasonable travel expenses which are required for the
performance of their assigned duties and which are appropriately authorized.

8.1.2  To obtain reimbursement, employees must submit an expense report on a proper claim
form and substantiate the amounts claimed as required below.

8.1.3  Reimbursement shall be made only for expenses actually incurred, paid, and authorized
under this policy and procedure.

8.2 Allowances

8.2.1  Mileage. The employer will attempt to make a vehicle available to employees to use for
official travel. If there are no employer vehicles available and the employee must use a
personal vehicle, mileage will be reimbursed at the per mile rate set by the IRS for state
employees and officials. If an employee drives a personal vehicle when commercial air
travel would be more efficient, the mileage reimbursement will be limited to the cost of
the airfare. Employees using a personal vehicle for official travel must have proof of
current registration and insurance for that vehicle.

If there is an employer vehicle available and the employee chooses not to use such
vehicle, then the employee is only reimbursed for fuel (no mileage).

822  Lodging. Funds allowed for lodging are based upon the daily Per Diem rate for the
particular location you are visiting. This location shall be pre-arranged at a location
nearest to the meeting/training site as possible. The Per Diem rate for that location is set
forth under the U.S. General Services Administration, Domestic Per Diem Rates. These
rates are easily calculated by entering the pertinent location information at the following
website:

http://www.gsa.gov/portal/content/104877

8.2.2.1 If funds are dispersed in advance or a city credit card is used, all receipts shall be
submitted. Submitted receipts shall include pertinent detail to determine the line item
extent of the charges. The noted Per Diem rates apply.

823  Meals. Funds allowed for meals are based upon the daily Per Diem rate
(Meals/Incidentals) for the particular location you are visiting. The Per Diem rate for that
location is set forth under the U.S. General Services Administration, Domestic Per Diem
rates. These rates are easily calculated by entering the pertinent location information at
the following website:

http://www.gsa.gov/portal/content/104877

8.2.3.1 1f funds are dispersed in advance or a city credit card is used, all receipts shall be
submitted. Submitted receipts shall include pertinent detail to determine the line item
extent of the charges. The noted Per Diem rates apply.

8.24  Other Expenses. Necessary business telephone calls, parking charges, and/or ground
transportation will be reimbursed.

“
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8.4

2235 Umilwwuble Expenses

B2 51 ‘Lhe employer doss oot reimbierse for expenses aorelaied L the busness
Uiz aal b Lrave | gy detenmnined |y the Dcparlnlcnt Tlzed or City Mallanr.
Theee would inclode, but mre nor limiced ba:

(a} 1 aundry, cleaning {eeeept ob tits of aves caa week dorasinip

k) Tobacoo

() Alcoholic bever e

(] Taderainoent

fey First clage tranvizl acepramodatons when coomomy or coach clags oz
aveileble

(L Punes, Rarfeitunes o1 penalcies

() Dispzases nf 3 spoae ok afher non-en-playes

¢h) Taws or demage t# peraonel propenty

(i) Berber. beauly parksr, shue shing crwileuies

1 Persuoal Pustage

82352 The employer discoutazes combining pereoral frave | with boginess rave] due bo
the puklic's pereeplion regaring vse of enprloyer fumds, Linpluyees st
sheinrly disglose mny personal cavel andfor vacation g oo be thken in
comjunction with enmployer rayvel. Anemplayes’s family may accompemny the
cmployes an croployer business, ns approved by the Depatmenl Ikead, Lhe
empluyer will nod, hewaver, pay any edditiceal expanscs ac ingwmed.

Prrtpesalip

k3.1 Chaims. Al elaims with required Teceipts for bavel expenses ene to be submitied ts the
Finencs Departmcnt far appraval by the Deparlment Heoed within 10 working days
follewing the trip.

#5.2  Advances. Employces Tnay request oo achvince G cover anlicipalead oxperees ol ac ey
Fity dadlars (5000, " his seques! mixt e mada not more har ten {27 woeka noe less
[7ar ane wareday Lefoce departere. When edvonced funds have baen provided, afl
nmed fuads must be retuned with oochiee feoin subitutled 1o e Fassnes Lleparimerd
withia ten (1) warking diys Dol lowing any trip.

Reluled Furons (See AFPERDTY SH"Y)

Al *aoe

< Rest of Page Inpcortiiretlp Left Blank=

LI nl Wasr W'endaver - Emphoyes Pecaumel Fulicis 19 AcapiedyElfectwe Tate: March £, 2012 Fape 102





